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MEMORANDUM FOR : Director of Pereonnel 29 puG SAC 


SUBJECT : Review of Carcer Maragement Activities 


1. In your memorandun of 22 July you requested that you be fursished 
with any materials published by Career Services regarding their activities, 
policies and procedures. I have askec. thet the several Support Services 
forward any material of this tyne directly to you. 


2. The Support Career Service, teiag relatively small, bas now forma~ 
lized its practices to the degroe envisioned in your memorandum. le ic have, 
however, © well-defined philosophy in regerd to tae activities of our career 
Service. The paragraphs that follow cutline sume of the policies ané prec- 
tices that we follow in the areas of recruitment, treisiag, assignueert and 
promotion. ‘This information may te helpful to you as you proceed wits jour 
study. 


3. Intake and Training of Juator Officers ~ Prior to 1962 very fev ad- 
ministrative positions in the Agency below the G&-12 level were the responstioi - 
lity of the Support Career Service. the theor,; was that junior Administrative - 
Officers would work up through the revks (mostly in the Clandestine fervices 
and the Office of Communications) and would errive at the threshold ¢f prono- 


tion to GS-12 at about the same time that theiz careers would become sof iateres: 


to our Career Service. This approach worked fairly well with the Office of 
Communications, but with the consc-lidetion of pene] operations in the 00/P 

in the late 19's (when the DA, DS, DP and DI designations and panels were 
eliminated), the junior administretive personne] in the Dp/P were no longer 
as easily identified. In 1962 this problem was resolved by: (a) the ideoti- 
fication of a number of these junaior officers and their transfer to tae 
Support Career Service and (b) the identificetion of a number of positions 

in the Office of Communications ard the Clandestiae Services in whicd moat oF 
these individumis had developed ari wich then became the planning résponsibi- 
lity of the Support Career Service. We now are steadily moving toward the 
staffing of all junior administrative positions by individuals (preferably 
Junior Officer Trainees) who are Support cerveerists. We have for @ Lumber of 
years had standing requirements for Junio: Officer Trainees snd now have eignt 
who came to us directly from the Frogrem. Six of these are abroad and two 
are in rotatioual training. Training fer our Junior Officer Treineet %5 date 
has consisted of approximately six months of rotetional assignments to the 
Offices of Finance, Personnel and Logistics together with the formal courses 
recomended by those Offices. In view of the lexger manber that we hope will 
be entering on duty next year, pless call for a formal course cowpertble to 
the Intelligence Production Courses for bD/i dumior Officer Trainees and the 
full Operacious Course for DD/P Junior Officer Trainees which would take the 
place of much of the rotations] training. We also hope to integrate language 
training into the schedule. 
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k. Assignment Planning ~ Planning for ascigaments in the Support Career 
Service is a continuing task which, to a markea degree, is unique in the 
Agency. The reascu for this is thet the Support Career Service, unlike the 
other Support, Services, does not bave a large functional establishmeri wherein 
moet. of its careerists carry out their duties, The lack of such a “home” from 
which its people can be assigned requires that Support careerists be prepared 
for a much more active and lesa sheltered experieace in term: of assignment, 
training, and continulty of plaunaing. This difference 1s nut necessérily detri - | 
mental to accomplishment of the Service's objectives. Indeeu, ita very flexi- | 
bility and the need for rapid response without a significant organiz@tional 
entity to act as a ouffer to changing requirements often abets the léng -range 
goal of ensuring that at the senicr levels the Service is composed of vell- 
qualified generalists. The assistance provided by the severml Gupport Services 
in accommodating Support careerists and in making their own careerists avail- 
able for Support assignments, in effect, acting as a second ‘home,” is amply 
demonstrated by the numbers of personnel presently assigneé neross Career 
Service lines. Planning begins upwart.s of eo year ahead of the actual moves. 
Some of this, of course, is determined by events such az decisions regarding 
nominations for Senior Schools, acticipated retirements and definite knowledge | 
regarding completion of tours. Much more, especially in regard to overseas 
acsignments, comes into focus approximately six months in advance of termina- 
tion of tours when Field Reassignument Questionnaires are received at Headquarte 's. 
Usually, assignment proposals are reletively firs about six months is advance 
of the actual moves. Without the cushioa provided by a large organigation here 
at Headquarters, a delicate balance mist necessarily be preserved in terms of 
comuitting the talents of our Administrative Officers against constaktly chang-~ 
ing requirements for them. In maintainiag this balance the wishes of the inci- | 
vidual, of the camponent to which he is assigned, the one to which hé is pro- 
posed for assignment, of the Suppert Career Board and of the Head of the Career 
Service must be observed. All of the above, combined with the neceséity of 
early notification of next assignment and of providing an assignment which ix 
challenging and rewarding, ensure: that planning in the Support Career Service 
is a dynamic operation. 


5» Promotions - The Support Career Service and its predecessor, the 
Administration Career Service, has since 1956 adhered to the principle of com- 


titive evaluation for promotion, Singe September 1956 when Messrs,[ +] 25X14. 
freee rere ed met suvthe let Gumeci(ve Balution Fuel. 
ere have o ten auch groups, the latest of which is now making its eval- 


uations. The techniques utilized by these panels have varied considerably over 
the years. Hach has justified the methods it employed and the deliberations 
Of each one have been acceptable to the Career Eoard and to the Head of the 
Career Service. The most recent panel, ia addition to performing ite ranking 
duties, is preparing, at the request cf the Board, a formal ranking system 
which, if the Board approves, will serve as a model for future panels in per- 
forming their duties. The competitive evaluaticn procedure is carried out in 
the following manner. Each year the Board recommends that a competitive eval- 
uation panel be activated and further recommends ite membership. If the Head 


ie 
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of the Career Service approves these recommendations, the Executive Secretary 
works with the designated chairman in convening the panel and provides back-~ 
ground information. fhe meabers cf the panel ere given complete freedom in 
temas of discussions with supervisors, review of officiel records, etc., to. 
arrive at their conclusicas. Their report, which consists of eveluations at 
grades GS-14 and below, is forwarded to and reviewed by the Board. The Board 
reserves the right to make changes in raakings end has done so. ‘The Board 
then recommends the rankings to the Head of the Career Gervice who decides in 


terme of permissible headroom which individuals should be promoted. At the 


GS-15 level the Board constitutes itself as a competitive eveluation panel 
and forwards its rankings to the Head of the Support Career Service for 
appropriate action. 


ES-SCB:HLB:jbb (23 Jul 64) 
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ROOM NO. BUILDING 


REMARKS: 


Attached is a memorandum 
for the Director of Personnel on 

career management activities. The 
deadline is 14 August. 


You may wish to sign this 
for Colonel White since you signed 

the buckslips to the various Support 
Services requesting that they coop- 
erate in this effort. 
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22 JUL 1964 


MEMORANDUM FOR: Deputy Director for Intelligence 
Deputy Director for Plans 
Deputy Director for Science and Technology 
Deputy Director for Support 


SUBJECT : Review of Career Management Activities 


1. It has been several years since most of our concepts of career 
management were developed and translated into program activities.' Now, 
i think it is timely to review the career management and development 
practices of the various career services as the basis for exchanging 
useful ideas which have been generated during this period and for 
evaluating our central program of personnel support. 


2. As a first step, I should like to study any materials published 
or in use by the career services which supplement Agency regulations by 
providing more specific policy and procedural guidance in the development 
and utilization of their personnel. Publications concerning such matters 
as selection criteria, training standards, promotions, planned rotation, 
and other aspects of career management are of interest. 


3. I would appreciate it if copies of any materials of this kind' 
which are currently in effect for the career services under your juris- 
diction could be assembled and sent to me. I will also appreciate 
your forwarding copies of any earlier issuances of similar materials 
which serve to illustrate the historical development of career management 
concepts and techniques in those services. It will be helpful if I can 
receive these publications by 14 August 1964. 


4. It is my intention to utilize the Agency Personnel Advisory 
Board as the mechanism for the discussion and interchange of policies 
and practices which may be of common value in the operation of our 
Career Service System. 


e . Bchols 
Director of Personnel 


‘Group I Excluded from 


automatic downgrading and 


C-O0-N-F-I-D-E-N-T-I-A-L _declassification. 
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Leas 


(Head of all Support Career Services) 


23 JUL 1964 


The Director of Personnel, in the 
attached memorandum, requests that he 
be furnished published materials ralat- 
ing to. the activities of the several 
Support Services. Please forward any 
material which you might have directly 
to him. Note that he would like to 
have this done by 14 August. 


ORT 


for URW 


Deputy Director for Support 
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